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Employee Self Service is a secure web portal that allows employees to access and update some of their 
personal information through internet access.  Employees can view payroll information such as paycheck 
history, W2 information and W-4 election details. 

Employee Self Service can be accessed directly from the Lynn Public Schools site www.lynnschools.org.  Once 
on the School website, click on Resources, For Staff, Staff Resources.    

 

 

The following page will open.  Click on Log In and a User Name and Password box will open. 

 

 

Your User name is your first initial of your first name, your last name and last 4 digits of your Social Security 
Number.    

Example:  Jsmith5555 

Initially your password will be the last 4 of your Social Security Number.  The first time you log on you will be 
prompted to change your password.  Keep this password – there is no expiration on this password so you’ll be 
able to keep it. 
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Enter your user name and initial password (last 4 of your SSN) and click on Log in. 

You will then be prompted with the below screen to change your password. 

Your new password needs to be at least 8 characters long, contain at least 1 number and contain at least one 
uppercase character and one lowercase character. 
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Note that a password hint is required to be filled out in case you forget your password it will be emailed to 
you.   
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Click on Employee Self Service to see a summary page with various details. 

 

Once you choose Employee Self Service, in addition to being able to view your information, there are links that 
are available for you to access.   

For example you can get right to the Harvard Health Care site, Aesop and email.   
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There are four sections to the Summary page:  Announcements, Personal Information, Time off, and 
Paychecks. 

There is a side bar menu that will bring you to different areas to either review or change allowed information. 

In this example, we will take a look at the Pay/Tax information. 
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This screen will give you the ability to look at any payroll check issued to you.  If you click on Detail next to the 
Net Pay you will see the detail of that particular check.   

 

To view an actual copy of the check you will click on View Paycheck image. 

 

A copy of your actual check/dd advice will be presented and able to print. 

Once you are finished looking at that particular payment you will click on in the top 
right corner.   

 

 

 


